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THE  COLLEGE  OF  AGRICULTURE 

DEPARTMENT  OF  MILITARY  INSTRUCTION 


This  Bulletin  contains  information  of  tbe 
COLLEGE  OF  COMMERCE 


The  Ohio  Northern  University  is  located  at  Ada,  Hardin 
County,  Ohio,  on  the  Pittsburgh,  Fort  Wayne  and  Chicago  Di- 
vision of  the  Pennsylvania  Railroad,  midway  between  Pittsburgh 
and  Chicago. 

"On  the  Lincoln  Highway" 


POSITIONS  AHEAD 


for  Those  Who  Attend  The  College  of 
Commerce  the  Coming  Year 


During  the  school  year  a  number  of  the  large  firms  of  the 
state  and  nation  have  sent  representatives  to  inspect  our  school 
as  to  the  nature  of  the  work  done.  Among  whom  were  Mr.  C. 
E.  Cannon,  manager  of  the  office  Employment  Department,  of 
the  Goodyear  Rubber  Co.,  Akron,  Ohio,  and  Mr.  James  A. 
Sehweizer,  of  the  Firestone  Tire  and  Rubber  Co..  Akron,  Ohio; 
al*o  Mr.  Chauncey  D.  Snow,  Chairman  of  the  Appointments 
Committee  in  the  Bureau  of  Foreign  and  Domestic  Commerce, 
Washington,  D.  C.  These  men  came  seeking  graduates  who 
had  been  thoroughly  trained  in  commercial  work.  A  large 
number  of  our  students,  in  fact  all  who  had  completed  the 
course,  were  employed  by  these  companies.  At  the  time  this 
is  written,  we  have  calls  for  six  Bookkeepers  and  Stenographers, 
that  we  are  unable  to  supply. 

The  Goodyear  Rubber  Company  is  constructing  a  mammoth 
addition  to  their  already  large  plant  and  are  soc  n  to  need  an 
additional  clerical  force  of  over  five  hundred  young  men  and 
women.  Mr.  Cannon  stated  they  would  be  in  position  to  give  a 
large  number  of  our  graduates  employment  the  coming  year. 

Mr.  Snow  was  especially  interested  in  those  who  can  speak 
and  be  able  to  translate  foreign  languages  and  at  the  same  time 
have  a  good  knowledge  of  business  and  geographic  conditions. 


(Supplement  to  Vol.  X.,  No.  1.  University  Bulletin.) 


The  College  of  Commerce  of  the  Ohio  Northern  University 
has  an  enviable  reputation  and  holds  a  high  place  in  the  minds 
of  Business  Men.  If  you  are  thinking  of  taking  a  Business 
Course,  if  you  want  to  attend  a  school  that  gets  tangible  results, 
if  you  want  to  attend  a  school  where  you  will  receive  a  thorough 
preparation  in  the  shortest  time  possible,  and  for  less  money 
than  charged  by  other  first-cluss  schools,  attend  this  College  of 
Commerce. 

Student  of  College  of  Commerce  Wins  First  Prize 
Over  a  Thousand  Contestants 

During  the  month  of  April  and  the  fore  part  of  May  the 
Knox  School  of  Applied  Salesmanship,  Cleveland  held  a  big  let- 
ter writing  contest  in  which  $100  as  prizes  were  offered  to  those 
who  would  write  the  best  letter  on  "Why  I  Should  Study  Sales- 
manship." The  first  prize  was  forty  dollars,  the  second  fifteen, 
third  five,  and  fifteen  $2.50  prizes. 


RAYMOND  M.  JENKINS 


Contestants  entered  from  every  state  and  over  a  thousand 
letters  were  sent  in  competition.  There  were  so  many  letters 
that  the  decision  on  the  part  of  the  judges  had  to  he  postponed 
in  order  to  discover  the  winner.  The  contest  closed  on  May  5. 
On  May  25  the  announcement  went  forth  that  the  first  prize  goes 
to  Mr.  Raymond  M.  Jenkins,  College  of  Commerce,  Ohio  North- 
ern University,  who  received  the  unanimous  decision  of  the 
judges.  A  lady  in  Marquette,  Mich  ,  received  second,  another 
;n  Oskosh,  Wis.,  received  third,  hut  in  the  fifteenth  class  in 
which  each  received  a  $2  50  prize  two  others.  Miss  Martha 
Waugh  and  Miss  Koharig  Bedrosian  both  of  the  same  Salesman- 
ship class  as  Mr.  Jenkins  were  winners.  Thus  in  a  contest  in 
which  eighteen  prizes  were  given  with  a  thousand  competitors, 
Ohio  Northern  wins  three  prizes  including  first  as  mentioned. 
Besides  the  honor  of  winning  the  winners  and  the  University 
each  get  widespread  advertising  in  the  Knox  Magazine,  "Human 
Efficiency"    It  was  a  remarkable  victory. 

Other  Prizes 

The  Typewriting  department  of  this  school  has  recently 
adopted  the  Remington  Awards  Plan  by  which  monthly  tests 
are  furnished  the  schoolby  the  Remington  Typewriter  Company, 
and  given  the  students  under  the  direction  of  the  instructor.  In 
order  to  develop  a  higher  standard  of  Typewriting  in  Com- 
mercial schools  and  to  encourage  efficiency  in  Typewriting,  the 
Remington  Company  awards  prizes,  medals,  certificates  and 
typewriters  to  all  students  who  pass  these  tests.  In  the  short 
time  we  have  used  the  Remington  plan,  nearly  all  of  our  regular 
typewriting  students  have  won  the  primary  prize  and  two  have 
won  the  Remington  certificate: 

J.  Herman  Fritsch,  of  Piqua,  Ohio 
VV.  Leslie  King,  of  Marion,  Ohio. 

The  object  of  the  Remington  Company  is  to  cooperate  with 
schools  which  have  made  the  error-proof  standard  of  efficiency 
their  goal.  There  is  no  need  to  prove  the  supreme  importance 
of  this  standard  in  training  the  student.  Accuracy  first  is  the 
creed  which  every  business  educator  preaches  and  practices  and 
which  every  bu-iness  man  believes.  This  is  the  standard  of  our 
school,  and  the  student  who  seeks  to  fit  himself  for  a  position  in 
which  he  can  demand  the  maximum  remuneration  will  do  well 
to  take  this  into  consideration. 


THE  FACULTY  and  INSTRUCTORS 


Albert  Edwin  Smith,  D.  D.,  Ph.  D., 
President. 

Charles  Byron  Wright,  G.  S., 
Dean. 

Lewis  J.  Royer,  B.  C.  S  . 
Bookkeeping,  Banking,  Auditing,  Higher  Accounting. 

Strawder  Arthur  Ringer,  B.  C.  S., 
Banking.    Salesmanship.    Advertising,  History  of  Commerce, 
Commercial  Geography. 

Emmet  Elijah  Long,  B.  0.  S., 
Penmanship.  Commercial  Arithmetic.  Spelling,  Rapid  Calcula- 
tion, Pen  Drawing,'  Lettering,  Freehand  Drawing. 

George  William  Scheid,  B.  Sten., 
Stenography,  Typewriting.  Business  English,  Manifolding, 
Letter  Writing.  Mimeographing. 


Assistant  in  Bookkeeping  and  Auditing. 

William  W.  Runser,  LL.B.. 
Commercial  Law,  Civics,  Contracts,  Negotiable  Paper. 

William  H.  Trainum,  A.  M.,  A.  B.,  B.  D., 
Economics. 

Carrie  Adel  Wilson,  B.  E., 
Advanced  Arithmetic. 

Richard  H.  Schoonover,  A.  M., 
Grammar,  Orthography. 

Childe  Harold  Freeman,  B.  S., 
Rhetoric,  English. 

Alfa  holmes, 
Registrar. 

Flo  L.  Cronbaugh,  B.  Sten., 
Stenographer. 


Ohio  northern  University 
Bulletin 


New  Series.  ADA,  OHIO,  MARCH,  1916  VOL.  X.,  NO.  I. 


COLLEGE  OF  COMMERCE 


"The  aim  of  commercial  ed- 
ucation is  to  awaken  a  profound 
interest  in  business  as  such;  to 
train  a  youth  to  an  appreciation 
of  the  functions  of  business  and 
business  practice  in  our  modern 
life;  to  train  him  to  keep  his  eyes 
open  as  to  business  possibilities; 
to  inspire  him  to  a  healthy  respect 
for  business  in  all  its  branches; 
to  arouse  a  determination  to  be- 
come not  only  a  successful  busi- 
ness man  in  the  ordinary  sense  of 
the  term,  but  a  useful  one  as  well, 
to  beget  a  public  spirit;  to  excite 
ALBERT  EDWIN  SMITH.  an  interest  in  the  higher  welfare 
President  of  society;  in  a  word  to  become 

a  public  spirited,  intelligent,  well- 
educated  and  successful  man  of  affairs." 

Professor  Edmund  J.  James. 

Purpose 

While  one  of  the  oldest  special  departments  of  the  Univers- 
ity, the  College  of  Commerce  is  one  of  the  newest  and  best  in 
equipment,  quality  of  instruction,  business  ideas  and  high  stand- 
ing. To  sum  up  the  quotation  of  Professor  James  given  above, 
its  purpose  is  to  prepare  young  men  and  women  to  "do  things" 
in  the  world  of  commerce.  In  the  past  we  have  offered  many 
special  advantages  not  found  in  other  schools;  in  the  present  we 
offer  additional  and  modern  accommodations,  and  continue  to 
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CHARLES  B.  WRIGHT, 
Dean 


maintain  a  high  standard  from 
every  point  of  view.  We  do  not 
coin  new  phrases  for  "the  same 
old  thing"  in  order  to  lure  pros- 
pective students  to  our  school,  but 
tell  them  in  plain  language  what 
we  offer,  and  then  stand  ready  to 
back  it  up  every  day  in  the  year. 
When  a  graduate  leaves  this 
school  he  is  satisfied  and  will  testi- 
fy that  he  received  all  that  was 
advertised  and  more  too. 

Knowing  that  we  are  able  to 
offer  excellent  advantages  in 
securing  a  Commercial  education, 
we  are  pleased  to  send  out  this 
little  bulletin  which  sets  forth  a 
few  of  the  many  advantages  that 
we  are  able  to  offer. 


Location  and  Equipment 

The  College  of  Commerce  is  now  housed  in  the  magnificent 
Lehr  Memorial  costing  One  Hundred  Thousand  dollars.  It 
occupies  the  entire  third  floor  with  a  complete  new  equipment 
throughout: — Individual  bookkeeping  desks,  writing  tables,  up- 
to-date  office  furnishings  for  class  use,  Remington  and  Monarch 
typewriters,  Burroughs  adding  machine.  Cash  register,  modern 
books  of  accounting,  filing  cabinets,  guides,  bulletins,  and  all 
other  furnishings,  means  and  appliances  to  make  the  instruction 
as  efficient  as  possible.  The  quarters  are  roomy,  with  an 
abundance  of  light,  heat,  ventilation  and  toilet  conveniences. 
In  this  new  home  we  eagerly  look  forward  to  greater  achiev- 
ments  than  have  been  possible  in  the  past,  educating  not 
only  office-help  and  accountants  but  also  preparing  men  and 
women  for  the  ever  increasing  demand  for  commercial 
teachers,  and  fitting  men  to  be  business  promotors  themselves. 
It  has  been  impossible  for  us  to  supply  the  demand,  upon  us, 
for  young  men  and  young  women  to  teach  Commercial  subjects 
in  high  schools  and  colleges. 
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The  Courses  of  Study 

The  courses  of  study  :ire  thorough,  practical  and  compre- 
hensive, including  all  the  branches  that  are  necessary  to  qualify 
young  men  and  women  for  successful  business,  stenographic  and 
teaching  careers,  as  well  as  to  supply  foundation  material  for 
lives  of  usefulness  and  executive  leadership.  These  courses  are 
the  result  of  constant  revision  and  improvement  for  a  half- 
century. 

Time  Required 

It  requires  about  three  quarters  to  complete  either  of  the 
short  courses  in  Business  and  Stenography,  the  length  of  time 
depending  on  previous  educational  preparation,  application, 
aptness  and  so  on.  In  our  long  courses  in  Business  and  Stenog- 
raphy it  requires  about  four  quarters  to  complete  them  after 
having  graduated  from  a  first  class  (Four  Year)  High  School, 
or  after  having  completed  preparatory  work  equivalent 
to  that.  Those  who  desire,  may  take  all  preparatory  work  in 
our  Preparatory  School  and  without  additional  expense  for 
tuition. 

Promotions 

Students  are  promoted  as  rapidly  as  they  advance  in  their 
work,  but  no  student  will  be  permitted  to  enter  a  next  higher 
class  until  he  has  completed  and  made  correct  all  work  pre- 
requisite and  preceding  the  more  advanced  subjects.  No  one  is 
held  back  in  his  work  if  he  is  able  to  progress  more  rapidly 
than  the  others  of  his  class. 

Degrees  and  Graduate  Ranks 

Those  who  complete  the  Short  Business  Course  will  have 
conferred  upon  them  the  rank,  "Graduate  in  Commercial 
Science,"    "G.  C.  S." 

Those  completing  the  Long  Course  in  Business  will  have 
conferred  upon  them  the  degree,  "Bachelor  of  Commercial 
Science."  "B.  C.  S." 

Those  who  complete  the  Short  Stenography  Course  will  have 
conferred  upon^them  the  rank  '-Graduate  in  Stenography,"  "G, 
Sten." 
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Those  completing  the  Long  Stenography  Course  will  have 
conferred  upon  them  the  degree  '-Bachelor  of  Stenography," 
"B.  Sten." 

Our  long  courses  are  particularly  designed  for  Commercial 
Teachers,  and  any  others  who  may  desire  advanced  instruction. 

Diplomas 

Neatly  executed  Diplomas  are  awarded  to  those  who  com- 
plete any  regular  course  of  study.  The  fee  for  the  Certificate  of 
Graduation  is  $2.00,  the  Bachelor  Diploma  is  $4.00.  Those  de- 
siring genuine  parchment  will  pay  an  additional  one  dollar. 

When  to  Enter 

We  conduct  our  courses  of  study  by  the  class  method,  but  a 
great  part  is  largely  individual  especially  after  the  first  term. 
Nearly  every  branch  of  study  is  given  from  two  to  four  times  a 
year.  In  view  of  these  facts  students  are  admitted  at  the  be- 
ginning of  each  Quarter. 


CLASH  ROOM,  BOOK  KEEPING  DEPARTMENT. 
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University  Advantages 

Besides  the  advantages  offered  by  the  College  of  Commerce 
the  University  offers  to  every  student,  admission  to  the  regular 
classes  in  the  College  of  Liberal  Arts  without  extra  charge,  he 
has  the  opportunity  to  obtain  military  instruction,  to  participate 
in  literary  work,  debating,  extemporaneous  and  impromptu 
speaking  in  the  three  great  literary  societies  that  have  made 
Ohio  Northern  University  famous.  He  has  the  benefits  of  col- 
lege environment  and  associations,  lectures,  athletic  tourna- 
ments, contests,  etc. 

The  opportunity  to  develop  along  the  line  of  public  speak^ 
ing  which  is  so  essential  to  every  business  man,  is  alone  worth 
careful  consideration.  Board  and  rooms  are  at  a  minimum  in 
cost. 

Positions  for  Students 

We  do  not  guarantee  positions,  as  no  responsible  school  can 
afford  to  make  such  a  guarantee;  however,  we  take  great  pleasure 
in  assisting  our  worthy  graduates,  through  our  Employment 
Department,  to  secure  places.  We  frequently  are  unable  to 
supply  all  demands  for  bookkeepers,  amanuenses,  court  stenog- 
raphers, commercial  teachers  and  banking  assistants.  The 
efficient  student  who  is  qualified  need  never  worry  about  obtain- 
ing a  position.  The  first  cause  for  worry  if  there  be  any,  should 
be  how  to  hold  a  position. 

Government 

All  students  are  placed  upon  their  honor  and  are  expected 
to  be  ladies  or  gentlemen,  and  are  treated  as  such  until  proving 
themselves  otherwise. 

Every  opportunity  is  offered  by  the  university  to  those  who 
desire  to  do  their  best  to  equip  themselves  for  greater  fields  of 
usefulness. 

Prompt  and  regular  attendance  to  all  classes  is  insisted  upon. 

All  students  will  be  received  or  dismissed  at  the  discretion  of 
the  President  of  the  University  and  the  Administrative  Com- 
mittee. 

The  0.  N.  U.  Commercial  Club 

Within  the  department  is  maintained  by  the  students  them- 
selves with  the  faculty  as  an  advisory  committee,  one  of  the 
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most  live  commercial  clubs  to  be  found  in  any  school  in  the 
country.  It  convenes  as  often  as  it  desires  in  its  headquarters 
and  discusses  all  phases  of  commercial  work  from  that  of  class 
work  to  the  most  technical  and  general  commercial  topics  of  the 
day.  It  elects  its  own  officers  and  conducts  its  own  business  af- 
fairs. Frequent  addresses  are  given  by  bankers,  business  men, 
professors,  and  by  the  students  themselves.  A  large  member- 
ship is  constantly  enrolled.  It  is  practically  self  governing  from 
parliamentary  and  other  standpoints.  The  advantages  to  be  de- 
rived are  many,  and  each  student  is  advised  to  become  a  member. 

We  Invite  Inspection 

All  departments  of  the  College  of  Commerce  are  open  to  in- 
spection at  all  times  and  we  gladly  welcome  prospective  students 
and  others  who  are  interested  in  our  work. 

Send  Us  Names 

If  you  know  of  any  who  may  be  interested  in  Commercial 
education  kindly  send  us  their  names  and  we  shall  take  great 
pleasure  in  sending  them  a  personal  letter  accompanied  by  our 
latest  bulletin  or  catalogue. 


Our  students  come  to  us  from  almost  every  state  in  the 
Union  and  outlying  possessions  and  from  many  foreign 
countries.  During  the  past  year  we  have  had  representa- 
tives from  Japan,  China,  Portugal,  Cuba  and  Porto  Rico 
and  from  as  far  east  in  our  own  country  as  Connecticut 
and  from  as  far  west  as  New  Mexico 


BUSINESS  and  BANKING 
DEPARTMENT 


LEWIS  J.  ROYER, 
Principal 

is  ready  to  adapt  himself 
ences  that  confront  him 


to 
in 


One  of  the  things  of  which  we 
are  particularly  proud  is  the 
strong  Business  Courses  which  we 
offer.  The  courses  are  preemi- 
nently practical  and  comprehen- 
sive throughout  and  are  designed 
for  those  who  desire  to  begin  office 
work  immediately  upon  comple- 
tion of  their  courses  and  for  those 
who  desire  to  enter  the  field  of 
commercial  teaching.  Ourstrong- 
est  features  are  not  found  in  other 
business  schools.  A  graduate  of 
the  business  department  of  the 
Ohio  Northern  University  is  a 
thoroughly  trained  bookkeeper 
and  teacher,  and  because  of  the 
diversity  and  scope  of  his  training 
the  varied  conditions  and  experi- 
the  business  world. 


Courses  of  Study 

The  following  short  course  is  very  complete  and  measures 
up  to  and  excels  similar  courses  offered  by  other  colleges.  It 
requires  about  three  quarters  to  complete  it,  after  which  the 
rank  ''Graduate  of  Commercial  Science"  is  conferred  upon  the 
graduate. 


Short  Business  Course 

(Graduate  in  Commercial  Science) 

FIRST  QUARTER 

Advanced  Arithmetic 
Introductory  Bookkeeping 
Penmanship 

Typewriting-  and  Manifolding 
Spelling  and  Rapid  Calculation 
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SECOND  QUARTER 

Business  English 
Commercial  Arithmetic 
Penmanship 

Practical  Bookkeeping  (Actual  Business) 
Typewriting  and  Mimeographing 

THIRD  QUARTER 

Commercial  Law 

Banking  and  Office  Practice  (Actual  Business) 

Salesmanship 

Advertising 

Long  Business  Course 

(Bachelor  of  Commercial  Science) 

A  more  extended  course  is  bete  scheduled  for  those  who  de- 
sire to  teach  in  Commercial  Schools  or  desire  more  advanced 
education  and  commercial  training. 

This  course  leads  to  the  decree  "Bachelor  of  Commercial 
Science,"  and  the  candidate  mu>t  have  as  a  prerequisite  a  first 
class  (Four-year)  High  School  education  or  its  equivalent  in 
some  recognized  preparatory  school. 

FIRST  QUARTER 

Economics  I. 

Introductory  Bookkeeping 
Penmanship 

Typewriting  and  Manifolding 
Spelling  and  Rapid  Calculation 

SECOND  QUARTER 

Business  English 
Economics  II. 
Penmanship 

Practical  Bookkeeping  (Actual  Business) 
Typewriting  and  Mimeographing 
Adding  Machine 

THIRD  QUARTER 

Commercial  Law 
Commercial  Arithmetic 

Banking  and  Office  Practice  (Actual  Business) 

Salesmanship 

Advertising 
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FOURTH  QUARTER 

Higher  Accounting1 
Contracts  or  Negotiable  Paper 
Lettering 

History  of  Commerce  and  Commercial  Geography 
Cost  Accounting  (Optional) 

Auditing 

For  those  who  desire  it,  extensive  practice  may  be  obtained 
in  Auditing  by  assisting  the  professor  or  assistant  in  charge  of 
the  books  in  the  Office  Practice  and  Banking  classes. 


Students  desiring  credit  for  work  in  bookkeeping  done  elsewhere 
must  present  all  their  books  worked  out  and  properly  arranged,  or 
pass  a  satisfactory  examination  on  that  subject. 

Students  are  required  to  take  Advanced  Arithmetic  or  pass  an  en- 
trance examination  in  this  branch. 


"ONE  OF  OUR  THREE  BANKS" 
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Special  Short  Business  Course 

(Winter  Quarter  only) 

A  special  short  course  in  business  covering  a  period  of  twelve 
weeks,  (one  quarter)  is  offered.  This  course  is  designed  for 
tbose  desiring  a  knowledge  of  bookkeeping  and  other  com- 
mercial subjects,  but  are  unable,  on  account  of  farm  work  and 
other  causes,  to  pursue  the  work  for  a  longer  period,  and  only 
during  the  winter  months. 

It  covers  the  fundamental  and  scientific  principles  of  double 
entry  bookkeeping,  the  various  forms  of  commercial  paper  such 
as  notes,  drafts,  checks,  bank  drafts,  besides  the  subjects  out- 
lined below. 

This  course  is  especially  valuable  to  farm  boys  and  girls  who 
desire  to  keep  modern  books  of  account  and  for  those  who  desire 
it,  special  instruction  will  be  given  in  the  application  of  book- 
keeping to  the  farm  and  home. 

Neatly  designed  certificates  are  awarded  those  who  wish 
them  for  a  small  fee  of  $1.00. 

Outline  of  Course 

Bookkeeping,  advanced  arithmetic,  commercial  law,  spell- 
ing and  rapid  calculation,  penmanship. 

A  certificate  from  this  course  will  be  accepted  as  the  first 
term's  credit  for  either  of  the  other  more  extended  courses,  with 
the  exception  of  typewriting. 

Bookkeeping 

"'No  one  need  expect  to  fill  any  place  of  trust  who  is  destitute  of  the 
knowledge  of  bookkeeping."— Chancellor  Kent. 

"Bookkeeping  to  the  business  man  is  like  the  compass  to  the  Mariner.' 

Bookkeeping  may  be  called  the  spinal  column  of  any  busi- 
ness course  or  training.  It  is  the  foundation  for  all  the  banking 
and  various  forms  of  accounting  that  follow.  Its  value  is  in- 
estimable. The  twentieth  century  proprietor,  farmer  or  mana- 
ger should  be  as  well  posted  as  the  man  who  takes  care  of  the 
books  and  whether  he  desires  to  keep  books  himself  or  not  he 
should  know  when  the  other  fellow  is  doing  it  correctly.  Our 
course  is  very  carefully  graded  and  receives  careful  supervision. 
No  student  is  permitted  to  pass  over  the  work  until  he  under- 
stands it  and  can  perform  it  creditably. 
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DESCRIPTION  OF  COURSES 

Introductory  Bookkeeping 

The  purpose  of  this  class  is  to  teach  the  fundamental  prin- 
ciples of  bookkeeping.  When  the  student  has  finished  this  work- 
he  i*  familiar  with  journalizing,  posting,  closing  ledger>,  mak- 
ing trial  balances,  financial  statements,  the  use  of  the  sales  book, 
invoice  book,  cash  book  and  various  other  individual  books,  and 
has  had  a  thorough  review  in  drafts.  He  knows  about  partner- 
ship bookeeping  and  all  its  kindred  phases.  He  has  a  good 
knowledge  of  debits  and  credits  and  after  passing  a  written  ex- 
amination is  promoted  to  the 

Actual  Business  and  Bookkeeping1  Class 

Here  each  student  is  given  a  capital  with  which  he  launches 
into  business  for  himself.  He  has  a  business  of  his  own  which 
claims  his  attention  and  abilitv  and  requires  him  to  bring  into 
effect  all  he  has  previously  learned.  He  becomes  familiar  with 
all  kinds  of  negotiable  paper,  does  business  with  the  offices  and 
fellow  classmates  using  dailv  market  quotations,  keeps  his 
money  in  three  banks,  discounts  notes,  leaves  drafts  for  collec- 
tion, protests  notes,  balances  his  books  and  proves  his  cash  every 
day.  He  uses  especially  prepared  cloth  bound  books  manu- 
factured expressly  for  this  department.  He  does  business  in 
turn  as  individual  proprietor;  with  one  partner;  with  two  part- 
ners; with  three  partners  and  then  at  the  end  changes  from  a 
partnership  business  to  a  corporation  and  does  business  as  such, 
declaring  dividends,  making  assessments,  etc.,  until  all  trans- 
actions in  our  College  of  Commerce  Guide  are  completed  and  a 
written  test  is  past  when  he  is  promoted  to 

Office  Practice 

"Let  the  searchlight  of  practice  illuminate  the  dark  places  of  theory." 
The  student  secures  employment  in  a  series  of  Offices:  Real 
Estate  and  Insurance,  Stock  Exchange,  Commission,  Freight, 
Wholesale,  Post  Office,  where  he  becomes  familiar  with  the  forms 
and  methods  of  conducting  each  respectively.  Our  office  prac- 
tice work  is  the  most  important  feature  of  the  Bookkeeping  and 


COLLEGE  OF  COMMERCE 


17 


Accountancy  Course.  It  is  a  close  second  to  actual  office  train- 
ing where  the  student  has  the  opportunity  to  put  into  practice 
the  knowledge  he  has  gained  in  Bookkeeping,  Business  English, 
Letter  Writing,  Arithmetic,  Rapid  Calculation,  Business  Law, 
Filing,  Salesmanship,  etc.  No  text  books  are  used  in  this  de- 
partment as  we  teach  bookkeeping,  not  text  books.  The  most 
modern  stationery  and  books  of  accounting  are  used  thus  giving 
high  grade  work  that  is  strictly  up-to-date  in  every  respect. 


BURROUGHS  ADDING  MACHINE 
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BANKING 

First  National  Bank;  Exchange  Bank;  Business 
College  Bank 

Three  banks  are  in  constant  operation,  and  do  on  the  aver- 
age as  much  business  as  a  regular  small  city  bank.  Each  bank 
is  conducted  in  a  different  manner  from  a  clerical  standpoint, 
but  all  do  the  same  amount  of  business.  Modern  Individual  or 
Depositors  ledgers,  loose  leaf  ledgers,  discount  registers,  collec- 
tion registers,  certificate  and  draft  registers,  certified  check  reg- 
ister, remittance  register,  cash  books,  etc.,  are  used  in  all  the 
banks.  . 

Extensive  practice  is  given  in  discounts,  in  the  handling  of 
certified  checks,  certificates  of  deposit,  bank  drafts,  certificates  of 
stock,  collections,  individual,  local  and  foreign  checks,  protests, 
cashing  of  checks  and  in  making  remittances  to  a  correspondent 
daily. 

The  student  acts  as  Cashier,  Teller,  Bookkeeper,  and  has 
full  charge  of  the  entire  banking  business.  Great  care  is  re- 
quired throughout  and  especially  in  filing  and  indexing,  and  in 
closing  pass  books. 

All  work  done  by  students  is  audited  daily  and  the  student  is 
informed  of  his  errors,  if  there  be  any.  The  Instructors  take 
great  care  in  having  all  office  work  done  correctly. 

Higher  Accounting 

This  work  consists  of  a  number  of  sets  giving  advanced  in- 
instruction  in  Commission,  Real  Estate,  Banking,  Corporation, 
Manufacturing,  Railroading  and  Wholesaling.  It  gives  the  stu- 
dent specialized  accounting  along  the  lines  named  and  makes  his 
efficiency  much  higher  than  a  general  training  alone  can  do. 

Duplicating  devices,  loose  leaf  accounting,  voucher  account- 
ing, real  estate  titles  and  many  other  similar  subjects  are  given 
attention. 

The  models  tollowed  are  not  necessarily  such  as  apply  to  the 
particular  business  with  which  they  are  connected  and  may  be 
applied  to  any  other  line  of  business  as  well.  The  use  of  the 
modern  check  register,  and  the  central  office  system  in  the  man- 
ufacturing business  are  of  such  importance  today  that  as  much 
knowledge  as  possible  should  be  obtained  and  assimilated  by  the 
student  of  accounting. 
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Cost  Accounting 

This  is  a  new  feature  offered  in  our  Bookkeeping  and  Ac- 
countancy Course.  The  system  used  is  the  same  as  the  one  used 
in  our  great  business  enterprises  in  estimating  the  cost  of  pro- 
duction. The  voucher  method  of  bookkeeping  so  generally  used 
by  the  large  corporations  of  the  country  will  receive  attention  in 
this  course.  This  is  one  of  the  most  advanced  subjects  of  Ac- 
countancy. 

Salesmanship  and  Advertising 


STRAWDER  A.  RINGER, 

Salesmanship 


A  few  years  ago  there  was  no 
such  thing  as  a  science  of  sales- 
manship or  a  science  of  business. 
Today  the  indent  must  be  trained 
in  these  sciences  to  meet  the  new 
condition. 

In  the  past,  business  and  sell- 
ing were  conducted  by  guess; 
today,  one  must  know  the  reason 
why.  To  know  the  reason  why 
is  to  enormously  increase  individ- 
ual efficiency. 

In  conjunction  with  salesman- 
ship, special  attention  is  given  to 
the  science  and  art  of  advertising 
in  its  application  and  relation  to 
commerce  and  modern  business 
methods. 


Commercial  Geography 

A  complete  exposition  of  the  geographical  conditions  that 
affect  and  determine  the  commerce  of  the  different  nations  of  the 
world,  and  particularly  those  of  our  own  country. 

History  of  Commerce 

A  thorough  study  of  the  history  of  commerce  from  its 
earliest  beginning  to  the  present  day.  A  valuable  review  of  his- 
tory in  a  general  sense  as  well. 
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Commercial  Law 

Those  topics  are  taken  up  that  every  business  man  should 
understand:  Contracts,  negotiable  papers,  agency,  partnership, 
•corporations,  liens,  interest  and  usury  laws,  common  carriers, 
bailments,  guaranty  and  suretyship,  stoppage  in  transit,  bank- 
ruptcy, mortgages,  deeds,  real  and  personal  property,  et  cetera; 
the  aim  being  not  to  make  lawyers,  but  to  teach  the  essentials 
of  the  law  so  as  to  enable  one  to  defend  his  own  rights. 

Economies 

Two  terms.  An  investigation  of  the  conditions  and  laws 
affecting  the  production,  distribution  and  consumption  of  wealth, 
and  of  the  elements,  developments,  structure  and  processes  of 
economic  life.  All  commercial  students  may  pursue  this  sub- 
ject, yet  none  but  candidates  for  a  degree  are  required  to  do  so. 

Rapid.  Calculation 

Drill  in  speed  and  accuracy  in  figures.  The  student  is 
required  to  take  special  work  in  this  subject,  and  later  it  is 
combined  with  Arithmetic  and  Bookkeeping.  The  training  is 
such  that  a  student  in  carrying  out  extensions  in  invoices  and 
statements,  and  computing  discounts,  is  able  to  do  it  for  the 
greater  part  mentally. 

Advanced  Arithmetic 

Classes  in  Advanced  Arithmetic  are  formed  in  the  Prepa- 
ratory School  in  which  all  commercial  students  when  beginning 
take  a  thorough  review  of  that  subject.    In  order  to  suit  the 
degree  of  advancement  of  students,  it  is  generally  divided  into 
two  sections. 

Commercial  Arithmetic 

Emphasis  is  placed  on  billing,  percentage  and  its  applica- 
tions, interest  and  banking,  discounts,  insurance,  stocks,  bonds, 
adjusting  partnership  accounts,   averaging,  etcetera. 

The  course  covers  the  ground  thoroughly  from  beginning  to 
end,  and  the  student  mastering  it  solves  all  kinds  of  problems 
met  in  the  ordinary  transaction  of»business. 
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Spelling 

Regular  and  s}7stematic  drills  in  written  and  oral  spelling 
are  given  in  both  the  bookkeeping  and  stenographic  courses. 
All  students  are  required  to  take  part  in  the  spelling  drills  and 
pass  a  satisfactory  examination. 

Theses 

Every  student  expecting  to  graduate  must  prepare  a  thesis 
upon  some  commercial  or  economic  subject  lying  within  the 
field  of  the  degree  sought;  the  subject  to  be  selected  by  the  in- 
structor or  principal  in  charge,  or  by  the  student  himself  if  the 
instructor  so  directs.  In  the  latter  case  the  subject  selected  must 
be  approved  by  the  instructor. 

The  preparation  of  all  theses  must  begin  at  least  one  term  in 
advance  of  graduation,  and  the  form  of  the  finished  thesis  be  in 
accordance  with  the  requirments  of  the  department. 

In  the  "Short  Business  Course"  a  minimum  of  fifteen  hun- 
dred words  is  required,  and  in  the  "Long  Business  Course"  a 
minimum  of  twenty-five  hundred  words.  All  these  must  be 
completed  and  deposited  with  the  principal  at  least  two  weeks 
before  the  conferring  of  the  degree  or  graduate  rank. 


STENOGRAPHY,  TYPEWRITING 
DEPARTMENT 

Shorthand  Reporting 

Whether  considered  as  a  pro- 
fession for  the  purpose  of  mak- 
ing money,  or  one  which  develops 
the  intellect  and  widens  the  range 
of  learning,  there  is  none  better 
than  the  shorthand  reporting. 
The  expert  stenographer  and  the 
shorthand  teacher  is  in  demand, 
and  the  emoluments  are  greater 
and  are  received  at  an  earlier 
stage  of  study  than  in  any  other 
profession. 

Whether  the  young  man  or 
young  woman  beginning  the  study 
of  shorthand  does  so  for  the  pur- 

GEORGE  W.  SCHEID,  Pose  of  usinS  lt  as  a  stepping- 

Stenography  stone  in  business  life  or  to  make 

shorthand  a  profession  and  use 
it  in  expert  work,  the  one  thing  necessary  is  a  thorough  knowl- 
edge of  the  best  shorthand.  In  commercial  houses,  because  of 
the  opportunities  to  study  the  business,  the  best  chances  for 
promotion  are  given  him.  The  one  who  takes  the  letters  and 
does  the  work  for  the  head  of  the  house,  is  the  one  who  comes 
in  contact  with  the  valuable  business  secrets,  and  the  one  who 
becomes  most  familiar  with  the  principles  and  methods  of  the 
business,  and  if  he  acquits  himself  well  as  a  stenographer  his 
promotion  is  certain. 

Our  stenographic  department  has  one  of  the  most  complete 
and  thoroughly  practical  courses  to  be  found  in  any  school  in 
the  United  States. 

It  seems  that  many  shorthand  schools  are  striving  to  see 
how  short  and  easy  they  can  make  the  course;  but  shorthand 
writing  is  a  profession  and  it  requires  time  for  anyone  to  ac- 
quire a  profession.    The  ability  to  write  from  40  to  100  words  a 
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minute  in  shorthand  and  to  operate  a  typewriter  is  not  all  that 
is  required.  The  best  positions  and  the  highest  wages  are  given 
only  to  the  stenographer  who  has  not  only  the  ability  to  write  at 
a  high  rate  of  speed,  but  who  has  a  thorough  knowledge  of 
spelling,  penmanship,  English,  letterwriting,  manifolding,  let- 
terpress work,  mimeographing,  filing  letters,  indexing,  address- 
ing envelopes,  folding  circulars — in  short,  a  drill  in  all  the  work 
of  a  general  business  office.  It  is  of  greater  advantage  for  the 
student  to  devote  a  month  or  two  months  more  to  the  study,  and 
at  that  time  be  able  to  earn  a  large  salary  than  it  would  be  for 
him  to  hurry  through  a  course  and  accept  a  position  at  a  smaller 
salary.  The  acceptance  of  a  situation  by  a  stenographer  before 
he  is  fully  fitted  to  hold  a  first-class  position  frequently  proves 
his  downfall. 

The  university  office  as  well  as  the  offices  of  the  deans  of  the 
departments  of  the  school  furnish  our  advanced  students  who 
have  acquired  sufficient  skill  a  fine  opportunity  for  practical 
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office  work,  both  in  the  dictation  of  their  correspondence  and  in 
general  office  work.  Besides  this,  our  dictation  work  covers  all 
lines  of  business,  so  that  our  graduates  are  able  to  perform  work 
in  a  general  business  office  with  more  accuracy  and  dispatch 
than  those  who  have  had  experience  in  one  line  only. 


Systems 

We  are  convinced  that  the  Graham  system  is  the  most  prac- 
tical for  all  purposes,  and  teach  this  system  here.  We  are  pre- 
pared, however,  to  teach  any  other  leading  Pitmanic  system  to 
commercial  teachers  who  are  required  to  teach  any  of  them 
where  they  are  employed.  The  writer  of  any  system  who  has 
progressed  in  his  course  at  some  other  school  far  enough  to 
understand  the  principles  thoroughly  and  who  is  able  to  take 
dictation,  will  be  allowed  to  enter  our  dictation  classes  and  write 
his  system. 


TYPEWRITING  ROOM 
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Typewriting  and  Mimeographing1 

All  the  students  of  the  College  of  Commerce  are  required  to 
have  a  training  in  the  operation  of  the  typewriter.  The  Touch 
system  of  typewriting  is  taught.  After  the  student  has  learned 
to  operate  the  machine  he  is  thoroughly  drilled  in  Letterwrit- 
ing.  Copying,  Manifolding,  Letter  press  work,  Forms,  Punctua- 
tion, Paragraphing,  Capitalization,  Tabulated  work,  Filing  Let- 
ters, Mimeographing,  and  all  the  general  work  of  a  business 
office.  Being  connected  with  a  university  there  is  a  large  oppor- 
tunity for  the  prepared  student  to  do  much  of  the  typewriting 
work  that  is  required  in  the  different  departments  of  the  school. 

All  our  typewriters  consist  of  the  latest  models  of  the  Rem- 
ington and  Monarch. 

COURSES  OF  STUDY 

Short  Course  in  Stenography 

(Graduate  in  Stenography) 

FIRST  QUARTER 

Stenography  I. 

Typewriting  and  Manifolding 
Spelling  and  Rapid  Calculation 
Business  English  and  Letter  Writing 

SECOND  QUARTER 

Stenography  II. 
Typewriting  and  Manifolding 
Penmanship 
Transcribing 

THIRD  QUARTER 

Stenography  III.  (Office  Practice) 
Typewriting  and  Mimeographing 
Penmanship 

Long  Course  in  Stenography 

(Bachelor  in  Stenography) 
FIRST  QUARTER 

Stenography  I. 

Business  English  and  Letter  Writing 
Economics  I. 

Spelling  and  Rapid  Calculation 
Typewriting  and  Manifolding 
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SECOND  QUARTER 

Stenography  II. 
Commercial  Law 
Economics  1 1 . 
Penmanship 

Typewriting-,  Transcribing-  and  Manifolding 
THIRD  QUARTER 

Stenography  III. 
Commercial  Arithmetic 
Typewriting  and  Mimeographing 
Penmanship 

Salesmanship  and  Advertising 

FOURTH  QUARTER 

Stenography  IV.  (Office  Practice) 
Typewriting  and  Mimeographing 
Lettering 

Introductory  Bookkeeping  and  Adding  Machine 
Contracts  or  Negotiable  Paper 

Business  English  and  Letterwriting 

In  the  modern  evolution  of  business,  the  business  letter  plays 
&n  important  part;  in  fact,  the  whole  machinery  of  business  is 
kept  in  operation  by  means  of  the  business  letter.  On  account 
of  the  dominating  factor  of  commercialism  in  this  age,  no  young 
man  or  woman  can  afford  to  neglect  training  in  the  art  of  deal- 
ing with  the  world  by  means  of  the  written  page.  The  student 
is  here  given  a  thorough  course  in  practical  letter  writing,  in- 
cluding reviews  in  punctuation,  capitalization,  correct  English, 
postal  information,  and  general  office  information. 

Allistudents  are-required  to  study  Business  English  in  all 
courses. 


DEPARTMENT  OF  PENMANSHIP 


Business  and  Ornamental  Penmanship,  Pen  Drawing, 
Card  Writing,  Lettering,  Show  Card  Writing, 
Blackboard  Writing 


A  neat  and  graceful  hand- 
writing has  always  been  and  al- 
ways will  be  appreciated.  It  is 
indispensable  to  the  bookkeeper 
and  correspondent.  No  other 
accomplishment  save  the  type- 
writer is  of  more  value  to  the  ste- 
nographer. 

Our  system  of  teaching  writ- 
ing imparts  a  plain,  rapid  and 
useful  style  of  handwriting  and 
allows  no  time  to  be  wasted  in 
useless  practice  or  scribbling. 

The  old  idea  that  good  writ- 
ers are  born  and  not  made,  that 
in  order  to  learn  to  write,  one 
"J"pen,manshTp,VJ'  must  be  especially  endowed  by 

nature  is  no  longer  recognized. 
Any  student  who  is  mentally  and  physically  sound,  who  is  wil- 
ling to  follow  instructions — and  work—can  acquire  a  plain, 
rapid,  legible,  business  hand  while  pursuing  a  business  or  short- 
hand course. 

To  be  able  to  write  well  is  an  accomplishment  richly  worth 
all  the  effort  that  it  may  cost.  The  candidate  for  employment 
who  writes  a  good  business  hand  stands  a  better  chance  for  em- 
ployment and  advancement  than  the  candidate  who  writes  a  poor 
business  hand. 

A  good  handwriting  is  more  than  a  mere  accomplishment — 
it  is  a  real  necessity. 

Certificates  are  granted  to  all  students  who  meet  our  re- 
quirements, based  on  speed,  legibility,  accuracy  and  neatness. 


30 


OHIO  NORTHERN  UNIVERSITY 


All  students  in  the  business  and  stenographic  departments 
are  admitted  to  the  classes  in  business  penmanship  without  extra 
charge. 

EXPENSES 

Tuition— Business  and  Stenography 

For  one  quarter,  (12  weeks)  in  advance  

For  two  quarters,  in  advance  

For  three  quarters,  in  advance 

For  four  quarters,  in  advance  

Tuition— Penmanship 

Ornamental  Penmanship,  Pen  Drawing,  Card  writing  and 

Show  Card  Writing,  one  hour  per  day,  per  quarter. __$4. 50 
General  Penmanship  free  to  all  departments. 


$14.00 
27.00 
40.00 

.  52.00 


PENMANSHIP  DEPARTMENT 


Special  Fees— Bookkeepingjand  Stenography;  cizd 

A  fee  of  $3.00  is  charged  on  entering  the  Office  Practice  and 
Banking  classes  for  use  of  ledgers,  commercial  paper  and  other 
supplies. 

A  fee  of  $4.00  is  charged  for  use  of  typewriter  twelve  weeks, 
one  hour  a  day;  2  hours  per  day,  12  weeks,  $6.  All  who  pay 
the  above  fees  are  entitled  to  free  use  of  the  Burroughs  Adding 
Machine.    All  others  are  charged  $1.00. 
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A  deposit  of  $2.00  is  required  for  use  of  college  currency 
which  will  be  refunded  when  currency  is  returned  at  close  of 
term's  work,  less  deductions  for  loss. 

The  applicant  for  currency  must  present  his  receipts  for  the 
above  named  fees. 


Tuition  must  be  paid  by  Friday  of  the  first  week,  otherwise 
one  dollar  additional  will  be  charged. 

All  students  in  the  College  of  Commerce  are  admitted  to  the 
regular  classes  in  the  College  of  Liberal  Arts  and  Preparatory 
School  without  extra  charge. 

By  paying  $2.00  additional  they  are  admitted  to  the  College 
of  Law. 

Refunding 

Tuition  is  refunded  only  in  case  of  protracted  sickness.  No 
tuition  will  be  refunded  for  first  half  of  the  quarter.  If  in  school 
longer  than  a  half  quarter,  the  student  will  be  charged  at  the 
weekly  rates  of  the  department  in  which  he  is  enrolled.  Frac- 
tional weeks  are  counted  as  full  weeks.  Receipts  are  not  trans- 
ferable. 

Rooms  and  Boarding 

Good  board  in  private  families,  $1.75  to  $2.75  per  week. 
Furnished  rooms,  two  in  a  room,  60  cents  to  $1.25  each  per  week. 


UNIVERSITY  BULLETIN 

Published  in  .June,  July,  September,  November,  January, 
April  and  May  by  the  Ohio  Northern  University.  Ada, 
Ohio.  Entered  as  second-class  matter  July  3, 1907,  at  the 
post  office  at  Ada,  Ohio,  under  the  Act  of  Congress  on 
July  16,  1894. 
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